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This regulation sets un nrocedures for the control of FMS Administrative Surcharoe and Case travel funds
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and provides zuldance to the traveler, approving authority, and Air Force Security Assistance Center
(AFSAC) temporary duty (TDY) monitor. The (AFSAC) TDY monitor gives information to solve specific
situations on a trip-by-trip and periodic basis. This regulation governs those travelers in HQ AFMC, AF-
SAC, and other offices who use HQ AFMC or the AFSAC travel funds in support of the FMS program. It

doesn’t apply to US Air Force Reserve or Air National Guard units and members.

1. Resgponsihilities:
a. The AFSAC Assistant for Resource Man-
agement, the Financial Management Division,
controls FMS Administrative Surcharge and
Case travel funds for the HQ AFMC staff and
AFSAC, and also requests and monitors the ob-
ligation authority (OA), AF Form 616, Fund
Cite Authorization
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travel fundg:

(1) Evaluates TDY requirements to deter-
mine if it is an FMS Administrative charge,
FMS Case charge, operation and maintenance
(O&M) charge, or a combination of the above
charges. The AFSAC TDY meonitor will provide
assistance when determinations can’t be made.
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(AFSAC) on the “FMS TDY Certification Work-
sheet” (AFMC Form 329). The AFMC Form 329
should include the percentage of FMS support
chargeable to FMS Administrative Surcharge
or FMS Case. The funding source should be re-
flected in parentheses following the certifica-
tion statement biock ii. uus funding source
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cation statement. The AFSAC TDY monitor
may ask for supporting date, such as letters,
messages, and so forth, directing the travel.

(2) Makes sure the Administrative Sur-
charge fund citation isn’t given to organizations
or persons not located at Wright-Patterson Air
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FMS mission. For those personnel, the AFMC
Form 329 will be issued at Wright-Patterson
Air Force Base. See attachment 1 for instruc-
tion on the completion of AFMC Form 329. An
authorization letter will be Electro Mailed or
telefaxed to the travelers. Each TDY will be
considered on & trip-by-trip basis and must be
annmauvad he tha ARCAN TNV maniénan hafine
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travel orders are nrmaqqu

(3) Toensure the availability of TDY funds
for each FMS Case, quarterly travel require-
ments should be provided to the AFSAC TDY
monitor 10 workdays before the end of the pre-
ceding quarter.

Note: OA won't be available if Case TDY fore-
casts aren’t received in writing from the Case
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Supersedes AFLCR 177-6, 30 June 1986. (See signature page for summary of changes).

No. of Printed Pages: §
OPR: AFSAC/ROM (D. Cole)
Approvedby: Brig Gen Otto K. Habedank

an DAditan: Watha Al Nadamn

A7 .
Wi 1uc| -daitor: Aatner uu: L, wilpe

Digtribution: F X

av e A vavas. 4y dn

AUL/LSE, Maxwell AFB AL 36112-5564...................
HQ AFIA/IMP, Norton AFB CA 92409-7001 ..............



2

2. Procedures. These procedures apply to
both FMS Administrative Surcharge TDY and
MQ f‘nan TDY.

a. Traveler:

(1) Prior to each trip, submits an AFMC
Form 329 and a signed DD Form 1610, Request
and Authorization for TDY Travel of DOD Per-
sonnel, to the AFSAC TDY monitor requesting
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verification of fund cite and issuance of a control

number. There should be no exceptions to this

procedure. The control number must be included
with the fund cite on the travel voucher.

(2) Submits travel orders through local
channels for processing after verification of
fund cite and issuance of an AFSAC control

(4) Prepares AF Form 973, Request and
Authorization for Change of Administrative Or-
ders, revoking the order if trip is cancelled after
travel order has been processed. The AFSAC
TDY monitor must initial the AF Form 973 be-

fare nracessing

fore processing.
(5) Prepares AF Form 973 when travel or-
ders are to be amended. The AFSAC TDY moni-
tor must initial the AF Form 973 before
processing to ensure revision of the prior funds
o'biigation
(6) Provides on
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1 or
and one legible copy of the airline ticket or TR to
the AFSAC TDY monitor within 10 workdays
after completion of travel.

b. The AFSACTDY Monitor:
(1) Request an OA for Administrative Sur-
charge and Case funds from 2750 CPTS/FMFII.
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Maintains the OA and makes sure obligations

are recorded and submitted to 2750
CPTS/FMFII at the termination of the OA.

(2) Upon receipt of travel orders and FMS
certification worksheet, verifies the travel is
appropriate to charge to FMS Administrative
Surcharge or Case. Ensures funds are availabie

and do not exceed available OA.
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AFMCR 177-8 1 July 1992
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proved OA, followed by an assigned control
number.

(4) Maintains log for all TDY charged to
Administrative Surcharge funds and maintains
a visible account of dollars obligated and OA
balance. The AFSAC TDY monitor maintains a
file of paid travel vouchers, and other related in-

formation.
(8) Maintaing an individual log for each
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FMS Case and maintains a visible account of
dollars obligated against each Case by quarter.
The AFSAC TDY monitor maintains a file of
paid travel vouchers and related information.
(6) Contacts traveler’s director (HQ
AFMC) or two-letter office chief (AFSAC) to

make sure a voucher is submitted if notified by

2750 CPTS/FMFII that a TDY voucher is over-
due.
c. FMS TDY Certification Worksheet
(AFMC Form 329):
(1) General Information: There are two
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329 for all non case funded TDY trips (Admin 3
percent), O&M, other sources) controlled by AF-
SAC TDY monitor. The computer-generated
AFMC Form 329 is for FMS Case funded TDY
trips only. The computer-generated AF Form
329is created in SAMIS by the Case Manager.
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(2) Persons aumormng IDY should re-

properly review
and process the orders. Thorough and complete
justification is necessary in order for the AFS-
AC TDY monitor to determine if TDY should be
funded by Case, Administrative Surcharge or
Air Force funds. The following items should be
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considered in the justification:

(a) The purpose of TDY (specific not gen-
eral).

(b) Isitessential tothe FMS mission?

(¢) Could alternate means be used (for
example, message, telephone, teleconference,
and so forth)?

(d) Is number of persons traveling neces-
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(e) Isdurationoftravel necessary?

—
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(f) Could this type trip be consolidated forts should be made to consolidate the use of
with others? rental cars and to select the lowest cost vehicle.
(2 TTan af wantal sara je annthar aran that MNV anneauvinoeaffisinola non saanaarea thala MMV
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needs better justification. Government trans- funds ifeach request is thoroughly reviewed,
portation should be used where possible. Rental (4) The AFMC Form 329 should be com-
cars should only be used when the mode is the pleted according to attachment 1, “Instruction
least expensive or the only means of transporta- for the Completion of the FMS TDY Certifica-
tion available. Justification should show that tion Worksheet (AFMC Form 329).”
alternate forms of transportation (such as a
B o2 mim mm ma ot AL . a1 ____ TP a = _____ T ___ ___°L _ 21 ATREMNIT_____ 00N
laxl) are more expensive uan rernidal cars. Li- Jd. Irormrrescrioea. ArNuUTrormoasLy.
OFFICIAL RONALD W. YATES, General, USAF
Commander
FRANK A. MACHARONI, JR., Lt Col, USAF 1 Attachment
Director of Information Management Instructions for the Completion of the FMS
TDY Certification Worksheet (AFMC Form
329)
CITAMMADVU ND NI ANNLRCO
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The revision of this regulation expands the control of Foreign Military Sales Administrative Surcharge
travel to include FMS Case travel responsibilities and procedures. Instructions to complete the FMS TDY
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BLOCK 2 OFFICE SYMBOL

BLOCK 3 TELEPHONE NUMBER

BLOCK 4 DESTINATION
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BLOCK 7 DATE
BLOCK 8 DURATION

BLOCK 9 ESTIMATED COST
BLOCK 10 TRAVELER'S SALARY IS
NORMALLY

BLOCK 11 CERTIFICATION

BLOCI.‘ 12 SI\JNATU&.E OF TAu 1VELE;
BLOCK 13 DATE

BLOCK 14 VALIDATION

BLOCK 15 SIGNATURE OF
GEOGRAPHIC MANAGER

BLOCK 16 SIGNATURE OF PERSON
AUTHOL\.!ZIA‘ N TDY

BLOCK 17TDY IS

BLOCK 18 AFSAC CONTROL NO.
BLOCK 19 FUND CITATION

BLOCK 20 SIGNATURE OF AFSAC
TDY MONITOR

BLOCK 21 SIGNATURE OF COUNTRY

AFMCR 177-6 Attachment 1 July 1992
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— The complete office symbol of the person performing trav-
el (AFSAC/ XMRF, AFMC/SI or WR-ALC/MMVS).

— The télephone number of local traveler, and the Autovon
or commercial number for travelers not located at WPAFB.

— The location where the TDY is to be performed.

n A fir mitrnnos Af tha ¢trin Thic niirnncs statamant
— AL ayc\,ux yul P\JEC Vi ViiT W -ly. A AD . PUDC DUAVCLIITIAL
should include words that substantiate the necessity of this
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—thedate the AFMC Form 329 is prepared.

— The signature of the geogranhic manager. ifannlicable
inesgignature of the geographic manager, 1 appiicable
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— The authorizing official should check “approved” or
“disapproved.”

— The number assigned by the AFSAC monitor for control
of Administrative TDY or Case TDY.

— The applicable fund cite for TDY should agree with Block
11 above.
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FMS TDY CERTIFICATION WORKSHEET
1. NAME OF TRAVELER(S) 2. OFKICE SYMBOL 3. TELIPHONE NO
DORRIE MILLER WITLOCK AFSAC/XMXI 75675
4 DESTINATION
WR-ALC, ROBINS AFB GA
TO ATTEND CLSSA RENEGOTIATION, FOLLOW=-ON SUPPORT REVIEW, AND SUPPLY MAINTENANCE
CONFERENCE

6. AUTHORITY (Masssge, Lomter, orc)

HQ USAF/PRI LETTER, 5 SEP 85, "REVIEW OF SPECIAL FMS FUNCTIONS"

7. DATE OF DEPARTURE 8. OURATION
4 OCT 85 18 DAYS
s ISTIMATED COST 5. TRAVELER'S SALARY i$ NORMALLY
TRARSSORTATION [0 & 08M tunded witheut reimbursement.
434 £ & teimbursed frem FMS ADM funds.
RO O ¢ neimbursed trom FS cone tunds.
SO0 FMS Case )
omweR 432 [0 o neimburied frem snether saurcs.
(Seurce )
TOTAL 1,766 Travaler Is poid through OACORMAN ___ 6330
" CIRTIFICATION
' 100 percent of this TDY is for the sole purpose of conducting official business in support of Foreign Military
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i Wi insure thet one gk copy of the TDY orders, one regr the pard voucher and one legiole copy of the airkne tcket or TR are sent
e Ty e grote copy ot working days piro bt Kol gt salary and benefits, while in TDY status, wiliwill not be
harged to FMS funds.
fanatdl . shod thaios conndod . Ponsndten. Pl nahollos B msnnnmnns Son.sahe /a
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12, SEMATLNS OF TRAVELSS 12, DATE

VALIDATION (Daputste leve/ st AFSAC and Directorete level st AFMQ

16. SIGNATURE OF PERSON AUTHONIZING TOY

1. 70V 16 AFSAC CONTROL NO
B) aremoveo {J osarssoveo
19, FUND GTATION
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26 SIGNATURE OF AFSAC TDOY MONITOR 21, SIGNATURE OF COUNTRY MANAGER (Cose Aunds)
R —
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